COMMUNICATION

SKILLS

Have you ever wondered why it seems so
difficult to talk to some people and so easy
to talk to others? Can you recall an
occasion where you met someone for the
first time and immediately liked that
person? Something about the individual
made you feel comfortable.

The goal in this course is to help participants understand the impact your communication
skills have on other people. You will also explore how improving these skills can make it
easier for you to get along in the workplace, and in life.

WHAT WILL STUDENTS LEARN? WHAT TOPICS ARE COVERED?

€  The value of good written
communication.

Overview

Creating Positive Relationships

@ How to write and proofread your
work so it is clear, concise,
complete and correct.

Growing our Self-awareness

Communication Basics

@ How to apply these skills in real

. . Communication Barriers
world situations.

Asking Questions
© The proper format for memos,

letters, and e—-mails.

WHAT'S INCLUDED?

Listening Skills
Body Language

Communication Style

Interactive digital learning Creating a Positive Self-Image

Frame of Reference

Assessments

c
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Workshop Techniques
c

Personalised Certificate of Completion
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Assertiveness

COURSE FAQ'S

PAYMENT

Learners can pay online via our secure payment gateway and make payment via electronic transfer,
debit card or credit card.

When payments are made through the payment gateway, learners will receive email communication
containing the details of the transaction and the invoice.

REFUNDS

Refunds are not issued to learners that have registered and processed payments for the registered
course. Refunds will only be issued in the event a payment is made for the same learner and course on
more than one occasion.

The turnaround time for refunds is seven working days once confirmation of banking details and all
nhecessary documentation is received. Please note all refunds are executed by the payment gateway
provider and access to the learning platform will be revoked immediately. Learners will receive
communication in the event access to the platform is revoked due to a refund request.

ACCESS

Learners will have to register after purchasing the course through our website. Thereafter, learners will
receive an email containing their login details and the URL of the learning platform.

Learners will be able to access the platform for 3 months after completing the course.

LEARNING SUPPORT

All learning support queries will need to be submitted or logged through the online support chat directly
on the learning platform.

TECHNICAL SUPPORT

All technical support queries will need to be submitted or logged through the online support chat directly
on the learning platform.

TECHNOLOGY/EQUIPMENT

All learners will require to access to the technology and equipment below;
o Laptop, desktop computer or tablet {with a virtual or physical keyboard)

o Microsoft Word and an email account (Outlook, Gmail, etc.)

o Internet to login to our learning platform

ENTERPRISE/COMPANY PACKAGE

Siyandza offers customised packages and enterprise course solutions for multiple learners. Please
contact info@siyandza.co.za for detailed information.

ASSESSMENT PROCESS

All formative assessments will be automatically graded on the learning platform and all assignments will
be uploaded on the learning platform, which will be graded by our assessors.

Please note that all assignments will be graded within seven days of submission.

CERTIFICATION

o Learners who meet all minimum requirements for the course are awarded a Certificate of Completion.

o Certificates will be issued to learners within seven days of successfully completing the course.

o All certificates will be emailed directly to learners.

o Certificate of Completion (Learners who have completed the course).

o Certificate of Achievement (Learners who have passed all assessments and assignments with a pass
rate of 70%).

www.siyandza.co.za




